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Introduction

This User's Guide is intended for all authorized users of the Nonpublic School Personnel Report
Application. Along with this document, please read the Data Field Descriptions and any addenda posted
to the Nonpublic School Personnel Report Web page at www.michigan.gov/cepi. Click on the
"Nonpublic School Personnel Report" link located under Quick Links on the right navigation bar. The
User's Guide is divided into sections to correlate with the online application and includes general
information about each field to be submitted, instructions for using the data entry system and for creating
reports of the data submitted.

General Information

What information is entered into the Nonpublic School Personnel Report?

The Nonpublic School Personnel Report is designed to collect basic employment elements relating to all
nonpublic school personnel. Personnel data must be submitted via the Internet once each year in the fall.
Data are entered and edited online.

Data compiled via the Nonpublic School Personnel Report will be used to meet the requirements of
school safety legislation. Effective January 1, 2006, Michigan law requires that criminal history checks be

conducted by the Michigan State Police and the Federal Bureau of Investigation for all regular and
contracted employees hired or assigned by public and nonpublic schools.

When is the Nonpublic School Personnel Report due?

The application is open from September 4 through December 3, 2007. The deadline for data submission
is December 3, 2007.

Need help?
Michigan Education Information System (MEIS) Account or Password

If you have problems with your MEIS account or password while you are using the Nonpublic School
Personnel Report Application on the MEIS system, please contact the Department of Information
Technology (DIT) Client Service Center at 517-335-0505, or by e-mail at Help-Desk@michigan.gov.
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Nonpublic School Personnel Report Content Information and Resource Materials

For detailed information about the Nonpublic School Personnel Report, please visit the CEPI Web site at
www.michigan.gov/CEPI. Click on the "Nonpublic School Personnel Report"” link located on the right
navigation bar under the heading Quick Links. This link will provide information about the submission
of the Nonpublic School Personnel Report, such as the Data Field Descriptions, current submission
information, resource materials, access to the application and the Security Agreement.

Center for Educatonal
;:_.:.....:.I,_:_-;fl i :....,:..'..
et /e ' et .t e o e e

| = N
CEPIHome | CEPIFAQ | Contact CEPI | Site Map il_S__E!Ell'Ch @'

Michigan.gov Home
rﬁ'hhnu‘l(:EH E Frinter Frizndly Text Version Ig Email Page A- AtText Size
w/, The Center for Educational Peformance and
’i‘ﬂm m Information (CEPI)
collects and reports data about Michigan's K-12

"ﬁmamd Sites public schools. Qur initiatives in data collection and reporting facilitate

sc_g%%udistdric:]s' r?‘,lllu_mhpliancg with the fEdeEc: No Child Left E;ghff.?d Act ' \eb Site Tips
e oW | of T and the Michigan Department o ucation's accreditation * Graduation and Drepout
XMEIS Data Services plan, Educatfion Yes! Rates Information
i a5 :
xhdm'mmmrs CEPI is an office located within the Office of the State Budget ; :;;E;D"C Stk esone:
i = Mo . 5
R’I]atn & Hepnrts M| Merit Award

What's New * || Educational Azsessment

Program (MEAF)
* CEPI State Agencies Receive Excellence in Technology Award at * Need CEP| Data™
Digital Summit EEE * Ml Plan
* School Year 2007-08 Collection and Submission Dates EER
* Guide to the Privacy of Student Information: A Resource for Schools
[FERPA Toolkit}
* CEPI Online Tutarials
CEPI Data Byte

Snapshot charts and graphs based on data pulled from
CEPI collections

For questions regarding report content, please e-mail CEPI@michigan.gov or call the CEPI Customer
Support Team at 517-335-0505. Please provide your name, school code and school name, the CEPI
application name, your telephone number (including area code and extension), your e-mail address, and
your specific questions.

Nonpublic School Personnel Report Data Field Descriptions

The Nonpublic School Personnel Report Data Field Descriptions document is posted on the CEPI Web
site at www.michigan.gov/CEPI. Click on the "Nonpublic School Personnel Report™ located on the right
navigation bar under the heading Quick Links (illustrated above). The Nonpublic School Personnel
Report Data Field Descriptions can be found under the heading "Nonpublic School Personnel Report Data
Manual™ at this site.
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Be sure to print the Fall 2007
Data Field Descriptions and

is ‘f% - {

Wichigan gov Home: CEFl Home | CEFIFAQG | Contact CEI | Site hiap Search @

N J%L Friter F;‘.e;alzo;e:rversmn g?ﬂ;ﬁ; A- ArText Size any e n a a m ay e
. -
Nonpublic School Personnel Report Overview 155 F posted I n the N O n p u b I I C SC h 00 I
e Al b e Personnel Re port Data Manu al
Legislation, effective January 1, 2005
Nonpublic School Personnel Report Data Manual Sectl O n R
» Fall 2007 Nonpublic School Persannel Report Data Fiel
Descriptions

Submit Nonpublic School Personnel Data to CEPI

The following farm may be typed online using Adobe Acrobat Reader

{see below) and then printed. If a form is incomplete or illegible,

he i be delayed. Fax the completed and signed form to
About CEPI pracessing time may be delay ol i

X CEPI at (517) 335-0488, as indicated an the form. Please note: This form

"N requires the signature of the district/ISD supetintendent or the public
X school academy chief administrator,
i .
Related Sites
X & [onpublic Schaol Personnel Report Securit
')‘.? Ao 3 & Access the Monpublic Schaol P | Report

Application Startup and Security

Authorized User — Your MEIS Account

The Nonpublic School Personnel Report Application is available to individuals who first obtain an MEIS
Account (MEIS Account number, user name and password) and then receive authorization via a security
agreement application for the Nonpublic School Personnel Report Application. If you do not have an
MEIS account, go to the MEIS Web site at https://www.cepi.state.mi.us/MEISpublic/ (screen below).
You may use the same MEIS account number for all MEIS applications, but a separate security
agreement is required for each application you are authorized to access.

All guestions concerning your MEIS account number and/or password should be directed to CEPI
Customer Support at 517-335-0505 or CEPI@michigan.gov.

Create your MEIS Account

To create your MEIS account number and password, go to the MEIS Web site at:
https://www.cepi.state.mi.us/MEISpublic/. Follow the directions on this page to obtain your MEIS
Account (MEIS Account number, user name and password) or to update your MEIS Account information.

The following screen will reen will appear:

Welcome to the
Iumnmmuu MEIS User Management System

MEIS Accounts are used to access MEIS
User Manageme nt weh-based applications bearing this logo:
System

GQuestions & Answers regarding MEIS User Management

If you are mew to the MEIS systern, and were asked to obtain an MEIS account,
please select the link (below on the left) labeled: Create an MEIS Account

If you have already created an MEIS account and would like to adjust your
account settings (i.e. change your MEIS password, adjust address info, etc.)
please login with the MEIS Login box provided (helow on the right)

If you DO NOT HAVE an MEIS Account: If you HAVE an WMEIS Account, please login:
MEIS Login
To obtain an MEIS account, Lagin:
please select the Iimk below:
Fassward:
Create an METS Account EE]E
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Security Agreement

After you have established your MEIS account, download the Nonpublic School Personnel Report
Security Agreement from the MEIS Data Services page on the CEPI Web site at www.michigan.gov/cepi.
Click on "Nonpublic School Personnel Report™ located under the Quick Links on right navigation bar.
The Security Agreement is located in the box titled, Submit Nonpublic School Report Data to CEPI.
Follow the directions on the security form, and once you have completed the Nonpublic School Personnel
Report Security Agreement and it has been processed by the CEPI Customer Support Team, you will
receive an e-mail notification that you have access to the application. Once you have security access to

the application, you are ready to begin.

| -(’" "fg Lenter for tducational % i
— Performance & Informationgsai b et

sy ]
@

CEPI Home: | CEPIFAQ | Cortact CEPI | Ste Map Search
=k Printer Friendly Text Version [5£] Email Page  A- AtText Size
Nonpublic School Personnel Report Onii ruices

Michigan.gav Home

Nonpublic School Personnel Report Overview

Click here on the Web site to

Data submitted by nonpublic schools via the Nonpublic School . .
e s S s obtain a copy of the Nonpublic
Nonpublic School Personnel Report Data Manual SChOOI Person nel Report

+ Fall 2007 Nonpublic Sehool Persannel Report Data Field Appllcatlon Secu rlty Ag reement.

Submit Nonpublic School Personnel Data to CEPI

The fallowing form may be typed online using Adobe Acrobat Reader
(see below) and then printed. If a form is incomplete or illegible,

e proceseing time may be delayed. Fax the completed and =igned form to
)¢ About CEP1
CEPI at (517) 335-0488, as indicated on the farm. Please note: This farm
i requires the signature of the district/ISD superintendent or the publi
J News school asademy chief administrator,
i z
Related Sites
X * MNonpublic School Personnel Report Security Agreement
i oy
)?’Admlnlstmmrs = Access the Nonpublic School Personnel Report Application

Nonpublic School Personnel Report Application

Accessing the Nonpublic School Personnel Report Application
The Nonpublic School Personnel Report Application may be accessed through two Web sites:

1) Click on the "Nonpublic School Personnel Report Application™ under the heading Submit
Nonpublic School Personnel Report Data to CEPI.

Click here on the CEPI Web site
Submit Nonpublic 5chool Personmel Data to CEPL to access the Nonpublic School
o Nonpublic School Personnel Eeport Secunty Agreement Personnel Report Application.
« Nonpublic 3chool Personnel Eeport Application

2) The Nonpublic School Personnel Report Application is also available via the Michigan
Department of Education’s Nonpublic School Home Page under the heading Nonpublic
School Personnel Report at: http://www.michigan.gov/npshs.

Fall 2007 Page 7 of 26



Nonpublic School Personnel Report Application User's Guide

Nonpublic School Membership Report

* Access the Nonpublic School Membership Report Application

zcheolz or home school families.

Inztitutional nonpublic 2choolz may =ubmit information on enrollment, gualification of
teachers, and course of study using thiz legin. The glectronic submizsion of the
Nenpublic School Memberzhip Report iz not available at this time for new nenpublic

* Monpublic School Membership Report Application User's Guide IEER

* Opening an MEIS Account
* MEGS Security Authorization IR

* Monpublic School Membership Report (SM-4325)-Form

* Monpublic School Membership Report (SM-43258)-Instructions

* Monpublic MNeyl

. mm Letter (Previously Registered) IR

Nonpublic School Personnel Report

* Monpublic School Personnel Report CEPI Web Page

hame zchaol families.

Inztitutional nonpublic 2choolz are required to submit information about all 2chool
employees in order for the Michigan State Police and the Federal Bureau of
Inwestigation to conduct crminal histery checks. This requirement doss not apply to

\

MEIS Login Screen

When you click on "Nonpublic School Personnel Report Application,” the following screen will be
displayed. The next step is to enter your MEIS login "User Name" and "Password"":

REF | Registry of Educational Personnel

Educational Personnel

This login screen provides access to the public school Registry of Educational
Personnel (REP) or the Nonpublic Schoal Personnel Report. When a User
MName and Password are entered in the MEIS Login Box, access will be granted
to the appropriate application

The REP and Monpublic School Personnel Report. operated and maintained by
the Center for Educational Performance and Information. are used by the public
school districts and nonpublic schools to submit personnel information to the
state of Michigan

Authorized users of the REP and Monpublic School Personnel Report have been
designated by the district or school superintendent/administrator. Autharized
users must have a Michigan Education Information System (MEIS) account and
have completed and submitted a signed security agreement for the REP or
MNonpublic School Personnel Report

For more infarmation. please choose from the following options

Registry of Educational Personnel

» REP Data Field Descriptions IEZl

» REP User's Guide

» REP FAQs @

= REP Security Agreement Form

« CDX Security Agreement Form

= Obtaining or Updating a MEIS Account

Nonpublic School Personnel Report

+ Nonpublic School Personnel Report Data Field Descriptions
= MNonpublic School Personnel Report User's Guide

= Nonpublic School Personnel Security Agreement Form EER

» Obtaining ar Updating a MEIS Account

» Michigan Electronic Grants System

MEIS Login

User Name:

Password:

Eorgot your password?

Type your MEIS User Name

and Password

The REP Application and the

Nonpublic School Personnel Report
will be available for the Fall 2007

data submission September 4
through December 3, 2007.

) verisian
Secured

VERIFYY

To enter your password into the login screen:

agrwbdE

Click in the Login box.
Type your Login User Name.

Press the Tab key to go to the Password box or put your cursor in the Password box.

Type your Password.
Click on the Login button.

If you need assistance, please contact CEPI Customer Support at 517-335-0505, or via

e-

mail at CEPI@michigan.gov.

Fall 2007
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System Logs Out User

The login is needed to establish your identity and allow access rights to the database information. Please
remember that your session is tracked. Your login user name and password are valid as long as you have
been active on the screen within the last 20 minutes. If your connection has been inactive for a period of
20 minutes, your access authorization ends, and you must log in again. Any pending or partial
information you have entered will be lost and must be re-entered when you log in again. The complete
record must be entered with valid data in all fields and you must click on "Submit Nonpublic School
Personnel Report Data for this Employee™ for the data to be saved.

Password:

, If your connection has been
R Lo inactive for 20 minutes, your
access authorization ends and
this message will appear on
the MEIS Login page. You
will be required to enter your
login user name and password.

ACUN Y PO paEEs, you have baen
o ol dduir 1 bty wilthiii the
sysien Tor 20 mimAes. Please re.enter
wostm oginn iofod arsation,

a

Access Denied

Access Denied?
If you have entered your MEIS login name and password correctly and access is denied, please contact
the DIT Client Service Center at 517-335-0505, or via e-mail at Help-Desk@michigan.gov.

Online Customer Support Materials

REP | Registry of Educational Personnel

Educational Personnel MEIS Login

Need help with your
This login screen provides access to the public school Registry of Educational . password’) CI ick here
Persannel (REP} or the Nanpublic School Personnel Report. When a User ey Rihe:

MName and Password are entered in the MEIS Login Box, access will be granted

. Password:
to the appropriate application

The REP and Monpublic School Personnel Report, operated and maintained by _— =
the Center for Educational Performance and Information. are used by the public <

school districts and nonpublic schools to submit personnel information to the
state of Michigan

Forgot your password?

The REP Application and the
Authorized users of the REP and Monpublic School Personnel Report have been | Nenpublic School Personnel Report

designated by the district or school superintendent/administrator. Authorized will be available for the Fall 2007
users must have a Michigan Education Information System (MEIS) account and data submission September 4
have completed and submitted a signed security agreement for the REP or through December 3, 2007.

MNonpublic School Personnel Report
For more information. please choose from the following options

Registry of Educational Personnel 5
« REP Data Field Descriptions P\ vorisian
s REP User's Guide e
+ REP FAQs
» REP Security
: ; Agreement Form

aining or Updating a MEIS Account

VERIFYS

Nonpublic School Personnel Report

» Monpublic School Personnel Report Data Field Descriptions
» Monpublic School Personnel Report User's Guide

» Monpublic School Personnel Security Agreement Form

« Obtaining or Updating a MEIS Account

» Michigan Electronic Grants System

For direct access to customer support
materials, click on a link.

A

Fall 2007
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Nonpublic School Personnel Report Application Menu Options

Once you log in, the following Nonpublic School Personnel Report Application Welcome screen will
appear. To access an option, click on it.

- wf. o o o
X LenterdorEducatonalPeriormance Snformation

Michigan.qoy Home CEPl Home | User's Guide | Teacher Yerific

School name and address will
Nonpublic School Personnel Report Main Menu display as illustrated.

Welcome to the Nonpublic School Personnel Report

y 4

' Y
Your School/Facility: |Ka|amazno Country Day (D005E) / v|
4221 E. Milham Road, Portage. ¥

Click on the application function
desired.

Data Submission
To subrmit and update personnel data, select from th
e Online Single Submission Farm

+« Personnel Submitted

Repolts a/

E : To wiew a report or download personnel data, select fram the following opti
Data submi ded via the + Download NPSPR Data File
Nonpublic Scioal + Employee Listing by School/Facility
Personnel Report are
used to comply with the

School Safety Legislation,
effective January 1, 2006.
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Data Submission

Updating Previously Submitted Records from Fall 2006

Fall 2006 was the initial submission period for school personnel for the nonpublic schools in Michigan.
During the Fall 2007 NPSPR Data Submission cycle all previously submitted personnel records must be
updated. There are two methods for updating staff members' records reported during the Fall 2006
submission cycle.

Updating an individual record

Click on the Personnel Identification Code (PIC) number button of the personnel record under the PIC
column. (llustrated below) The employee's complete personnel record will then appear. Update any
necessary data for the employee’s record and click "Submit NPSPR for this Employee”. (More
information about updating an individual record or adding new personnel begins on page 13.)

i
o

Michigan gov Home CEP| Home | Nonpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logou]

Nonpublic School Personnel Report Submitted

Icon Legend

| s/ ¥hS S ; o e 5
y. 6.4 ¢ LENETS0rciucatonal Eenormance edmormaton

v Perzonnel record
updated for the
zubmizsion cycle.

% Perzonnel record not The following report lists the personnel that your schoolfacility has submitted to the Nonpublic
updated for the School Personnel Report. During each submission cycle of the report. your school/facility
submizzion cycle. must update each record as well as enter any new personnel empleyed by your school/facility

Note: When all perzonngl

have been submited for vour To learn how to update a personnel record. read the instructions.
schoolfacility and thers iz a
green check mark (v ) next [ Update Selected Personnel ]
to gach personnel record,
your submission iz complete.

Your submizsion iz not Sf”b' PIC Last Name First Name Da_te ol Gender
congidered complete if any atus Birth
records =how a red %' (X). D X M
e Click PIC |
1 ox [E ick on a
| X 176 b t F
L number to
e, access arecord |
[ M
Pl | & for updating. F
F X 1774 E

Updating multiple records at one time

Place a check in the checkbox in the first column next to the employee's record. After selecting the
appropriate records, click the "Update Selected Personnel™ button that appears on the top of the employee
list.

After using one of those methods, the record will then be updated for the current collection cycle and the
Submission Status column will show a green check mark (+) next to that record.
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| g .!t w - - L] 5 . - 2 i
XH X ' LETErg oracaucational - erormance cdniormauon:

i

."'--_:'.' i
emichioan.oou

Michigan.gow Home CEP{ Home | Monpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report Submitted

lcon Legend

v Perzonnel record ;
updated for the Auburn Area Catholic School

submizzion cycle.

ecords updated for this submission

X Perzonnel record not R E:‘Z L”:F'a"‘f' L I.:III?_.:FI_I‘.IJTI.?.:I..I]

updated for the Records not updated for this submissic

zubmizzion cycle. . . e . .

] ! The following report lists the personnel that your school/facility has submitted to the Nonpublic
piiTen el personnel School Personnel Report. During each submission cycle of the report, your schoolfacility

=en =ubmitted for your . v new Vi W Facilitv
schoolfacilty and there i= 2 must update each record as well as enter any new personnel employed by your school/facility
green check mark (v} next . .
to each perzonnel record, Tao leam how to update a personnel record, read the instructions

your submiz=ion iz complete.

‘our submission is nat | Update Selected Personnel | Print Page

conzidered complete if any

oo a0 S;Sautt:;s PIC \ Last Name First Name Dgitshm Gender
Click the box for « [ CAfterall records are
eachrecord that  |A =  checked, click on the box
yotu Wa?_t t<|>| « [ Update Selected
todate « [@ Personnel" that appears on

x [} the top of the employee list.
X [5]
X 59

After clicking on "Update Selected Personnel”, the red "Xs" will change to green checks, indicating that

the records were updated for the current submission cycle.

z o i
| g o 3 Dok, 2 If, - ! ]
. 20 JRRCEErorEducationalPersormance Rdnformation SAmich %

Michigan.gov Home CEPI Home | Monpublic Home | Users Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report Submitted

Icon Legend Auburn Area Catholic School

+ Perzonnel record
updated for the
submizzion cycle.

X Perzonnel record not The following report lists the personnel that your schoolfacility has submitted to the Nonpublic
updated for the School Personnel Report. During each submission cycle of the report. your school/facility
submission cycle. must update each record as well as enter any new personnel employed by your school/facility

Note: When all personnel . .

have been submitted for your To leamn how to update a personnel record, read the instructions.

schoolfacilty and there iz a

green check mark (v ) next | Update Selected Personnel | Frint Page

to each perzonnel record,
your =ubmizsion iz complete.

Cccﬁ;::f:;lzcaclﬁnl Ii:tgc”t - . Sf:t?;s PIC Last Name First Name Dgitrihoi Gender
S ol - v [ After clicking on "Update Selected F
v [5; Personnel”, the red "Xs" will E
¥ ¥ change to green check marks (+), ;
3 ‘\E indicating that the records were F
v (21 updated for the current submission "
v [77q cycle. F

Fall 2007
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Single Submission Form/Submitting New Personnel Records

For the submission of a single record, click on "Online Single Submission Form™ on the Main Menu of
the Nonpublic School Personnel Report Application. Each section is described separately. The fields are
presented by section as they appear in the online application. Be sure to refer to the Nonpublic School
Personnel Report Data Field Descriptions for each field submitted for complete information regarding the
required data elements. The Nonpublic School Personnel Report Data Field Descriptions provide detailed

information about each field in the application.

Data Submission
Ta submit and update personnel data, select from the following functions:
e Online Single Submission Forree .
s Personnel Submitted Click here.

After you click on "Online Single Submission Form," the following screen will appear:

XK R

LETIETSOTEQUCAnoNal S Lriormance sdniormanon

Enter New Employee

CEPI Home | Monpublic Home | User's Guide | Teacher “erification | Contact Help Desk | Logout

Iichican ooy Home:

Nonpublic School Personnel Report Single Submission

New Personnel Record
To enter a new employee record, please enter the Social Security number,

Personnel

Personnel

Enter the Social Security
number in the box
provided. After data are
entered, click on "Go" in
the appropriate box to
advance to the next screen.

Edit Record

Existing Personnel Record
To update an employee record that has been previously submitted by your schoolfacility, please access the Personnel

e

Subrmitted and click the Personnel [dentification Code (PIC) button to the left of the employee's name to view the record.
Nonpublic School Personnel Report Main Menu

To edit a record previously
submitted, click on
Personnel Submitted,
and then click on the PIC
when the screen appears.

Fall 2007
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After clicking on "Go", the following submission screen will appear:
[ New Personnel |

Employee Data

{1) Date of Count: 12/3/2007 (2) School/Facility: 00206 District 11010
(4) First Name:

(5) Middle Name:
(3) Last Name:
(7) Date of Birth (mmiddiyyyy): (6) SSN (xxxyyzzzz):

Measurement Data

(9) Racial/Ethnic Category
:B}Genderl:l American Indian or Alaska Native:

Agzian American:

Black or African American:

(10) Date of Termination (mmiddiyyyy): Mative Hawaiian or Other Pacific lelander: CI ICk here tO

L L ] e submit the
Hizpanic or Latino: Z data.

[ Submit NPSPR Data for this Employee ]

You must click this button to submit this employee’'s data to the Nonpublic School
Per. | Report datab
Nonpublic School Personnel Report Main Menu

ENENE

The following sections provide specific detail about each field of data
required.

Employee Data
Fields 1,2, 3,4,5,6,7,8,9, 10, and 11.

The numbers in each box indicate the number of the field in the Nonpublic School Personnel Report Data
Field Descriptions. Please refer to the Nonpublic School Personnel Report Data Field Descriptions for
complete information about the field requirements.

Fields 1and 2 and the
district code will be

Employee Data .
automatically

(1) Date of Count: 12/3/12007 (2) School/Facility: 00206 District: 11010/ populated when this

(4) First Name: screen appears.

(5) Middle Name:

(3) Last Name:

(7) Date of Birth (mmiddiyyyy): (6) SSMN (xxxyyzzzI):

L ] | |

Note: Field 1: Date of Count and Field 2: School/Facility are prepopulated in the online application with
the appropriate date of count and the authorized user's school/facility number.
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Field 1: Date of Count

The date of count is the due date for submission of the Nonpublic School Personnel Report data. For
2007, the date of count is 12/03/2007 and is prepopulated in the application.

Field 2: School/Facility Number

This is the operating number for the school/facility. This code is the state-assigned school/facility number
and identifies the school/facility where the staff member is employed. This field is prepopulated in the
application.

Field 3: Last Name

This field is required for all personnel. This is the staff member’s last name. When submitting data in this
application, punctuation marks are not permitted. In order to account for all positions in the school, report
all staff members who fill positions that are temporarily vacant because of the termination of a staff
member. Record all pertinent information about the temporary substitute or contractor that would be
recorded for any employee.

Programming edits: If this field is left blank, a fatal error will be reported.
Field 4: First Name

This field is required for all personnel. This is the employee’s first name. When submitting data in this
application, punctuation marks are not permitted. In order to account for all positions in the school, report
all staff members who fill positions that are temporarily vacant because of the termination of a staff
member. Record all pertinent information about the temporary substitute or contractor that would be
recorded for an employee on staff.

Programming edits: If this field is left blank, a fatal error will be reported.

Field 5: Middle Name

This field is submitted for all personnel when applicable. This is the employee’s middle name (when
applicable). When submitting data in this application, punctuation marks are not permitted. A period is
permitted for a middle initial (e.g., L.) In order to account for all positions in the school, report all staff
members who fill positions that are temporarily vacant because of the termination of a staff member.
Record all pertinent information about the temporary substitute or contractor that would be recorded for
an employee on staff.

Programming edits: Blanks accepted.

Field 6: Social Security Number

This field is required for all personnel. This field provides the official identification of each employee.
The Social Security number must be reported without hyphens or spaces; i.e., 333-22-4444 is entered as

333224444,

Programming edits: This field must be reported, or a fatal error will be reported.
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Field 7: Date of Birth

This field must be reported for all personnel. This is the date of birth of the staff member employed in the
school.

Programming edits: If the date of birth is blank, out of range, or not a valid date, a fatal error will be
reported. The date of birth cannot be greater than 90 years prior to July 1 of the submission year and
cannot be earlier than 14 years prior to July 1 of the submission year, or a fatal error will be reported.

Measurement Data Fields 8, 9, and 10

(9) Racial/Ethnic Category
(8) Gender American Indian or Alaska Native:

Azian American:
Black or African American:
(10) Date of Termination (mm/ddiyyyy): Mative Hawaiian or Other Pacific lslander:

White:

Lo A e e T e e T e |

Hizpanic or Latino:

Field 8: Gender Code

This field applies to all personnel. This is the gender of the staff member employed in the school. Report
an "F" for female or an "M" male.

Programming edits: If the code is invalid or blank, a fatal error will be reported.

school. The primary racial/ethnic choice is represented with a "1", the second choice is a 2", the third a
"3", the fourth a "4", the fifth a "5", and the sixth a "6". Type the number in the appropriate box(es) for
the data for each employee.

Identify the race/ethnicity of the staff member. Refer to Field 9: Racial/Ethnic Code, in the Data Field
Descriptions for more information about the race/ethnicity selections.

When this field is reported, the following programming edits will be enforced:

Programming edits: If the code is invalid erblank, a fatal error will be reported. At least one of the six
categories must be submitted with a 1" or a fatal error will be reported. Repetition of a 1" in all
positions will result in a fatal error.

Field 10: Date of Termination/Separation of Employment

This field applies to all personnel. This is the date of termination of the staff member. Any staff members
who have left the school since the past school year should be reported with a date of termination in this
field. When a termination date has been entered for a staff member, the record will be removed from the
Personnel Submitted Report within the Nonpublic School Personnel Report prior to the 2008 data
submission.
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Personnel Identification Code (PIC)

Field 11: Personnel Identification Code (PIC)

The application produces the PIC. For new record submissions, the PIC will be assigned when the record
is saved. The PIC appears at the top of the online submission screen for each record after the record has
been saved.

Nonpublic School Personnel Report Single Submission

| PIC: 16109 < | PIC

(1) Date of Count: 12/3/2007 (2) School/Facility: 00206 District: 11010
{4) First Name:
|JOHN |

(5) Middle Name:

{3) Last Name:

WAYNE |
(7) Date of Birth (mm/ddiyyyy): (6) SSN (xxxyyzzzz):
[1 (15 1ess | ||

Saving a Record/Updating a Record
After all data are entered for a record, click on "Submit NPSPR Data for this Employee.” The data will
then be error-checked and either:

1) Saved as a valid record; OR
2) Reported with an error message(s).

| Submit NPSPR Data for this Employee |

You must click this button to submit this employee’s data to the Nonpublic
School Personnel Report database

Nonpublic Personnel Main Menu
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Saved as Valid Record

If the data entered produces a valid record, the following screen will appear:

i

| -5 g .!? » - - . - . F - 'III ) .
KKK LETEIIOrEiiCatonal eronmance s niormaton S L MIChiga |=| L &
ichi an._nv Home C;’I Home | Monpublic Home | User's Guide | Teacher Yerification | Contact Help Desk | Logout

Nonpublic School Personnel Report Single Submission

Record submitted successfully!
Thank you for submitting data for PIC 40
You may review your district's submission by accessing the Personnel Submitted section.

Wiew your Personnel Subrmitted

Click here to add a new record

Nonpublic School Personnel Report Main Menu

You may either click on View your Personnel Submitted to view a listing of all of your school’s
personnel previously submitted, click on Click here to add a new record, or click on
Nonpublic Personnel Main Menu to return to the main menu for other options.

Invalid Record

If the data entered produces an invalid record, an Error Message Report will appear. The following
illustrates a sample Error Message Report:

= : . 2 .
| k’ LeMErgorEaucatnonal L erormance gdniormaton, @ Michiga =| ] \g

Michigan.gov Home CEPI Home | Monpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report Single Submission

Errors Found!
[Field 3] Last Mame. a required field. is missing
[Field 8] Gender Code. a required field, is missing

Click here to retumn to the form and correct the errors

Nonpublic School Personnel Report Main Menu

To make the necessary edits on the record, click on Click here to return to the form and correct the errors.
You will then be directed to the submission screen to make the corrections. Once all errors have been
edited, click on ""Submit NPSPR Data for this Employee'* again. If the record is error-free, it is then
saved as a valid record. If more error messages are received, repeat the process until all errors are
corrected. Only error-free records can be saved.

When the record is saved as a valid record, you may use Click here to add a new record to return to a new
entry screen, click on Click here to View your Personnel Submitted, or click on Nonpublic Personnel
Main Menu to return to the main menu for other options.
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Update/Verify a Record

During each submission cycle, every record must be verified as accurate. Records may be
updated/verified at any time during a submission cycle. Go to the Main Menu. Click on "Personnel
Submitted.”

— _ T—
XK K LEMETIOTEAUcatonalierormance coniormaton @ [chigar

ichigan.qoyv Home CEPlHome | User's Guide | Teacher Yerification | Contact Help Desk | Logout

Nonpublic School Personnel Report Main Menu

Welcome to the Nonpublic School Personnel Report

Y our Schoal/Facility: I_lfalamaznu Country Day (00053) v|
4221 E. Milham Road, Portage

Data Submission
To submit and update personnel data, select from the
e Online Single Submission Farm Click on

« F | Submitted < .
ERERE sl Personnel Submitted.

Reports
: : To view a report or download personnel data, select from the following options:
Data submitted via the + Download NPSPR Data File
Nonpublic School + Employee Listing by School/Facility

Personnel Report are
used to comply with the
School Safety Legislation,
effective January 1, 2006.

To review a record that has been submitted for the school’s personnel, click on the PIC for the employee
you wish to review. The Nonpublic School Personnel Report Application screen will appear with the
employee’s previously submitted data. See the illustrations that follow:
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e

CEPI Home | Nonpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout

Nonpublic School Personnel Report Submitted

| Icon Legend

v Personnel record
updated for the
submizzion cycle.

X Perzonnel record not
updated for the
zubmizzion cycle.

Note: When all perzonnel
have been submitted for your
schoolfacility and there iz a
green check mark (v ) next
to each perzonnel record,
your =ubmiz=ion i complete.

Brookview School

Records updated for this submission cycle:

Records not updated for this submission cycle: verify/
The following report lists the personnel that your schoolfacility has submitt record,
School Personnel Report. During each submission cycle of the report. you

must update each record as well as enter any new personnel employed by

To learn more
about how to

update a
click here.

(See instructions
below.)

To leamn how to update a personnel record. read the instructionse

[ Update Selected Personnel ]

v Sub. - Date of
f'our submizzion iz not PIC Last Name First Hame : Gender |
conzidersd complete if any Status Birth
Soocereefiow s e 30 16109 [ J| Click on PIC to retrieve |/
Verified/updated /IZI/; 16111 | wavne 4| record. .
record Page 1 of 1

| Record not yEt Show records per page
—| updated

Nonpublic School Personnel Heport Main Menu

: l

After the employee record is updated or verified, click on ""'Submit NPSPR Data for this Employee' at
the bottom of the submission screen. If the update contains errors, the Error Message Report illustrated
previously will appear. All errors must be corrected before the record can be updated.
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Help Window -- Information regarding Personnel Update Instructions

Nonpublic School Personnel Report Submitted

Icon Legend

v Perzonnel record
updated for the
submigsion cycle.

X Persennel record not
updated for the
zubmizsion cycle.

Note: When all perzonnel

have been submitted for your

zchool/facilty and there iz a

green check mark () next

te each perzennel recoerd,
your submission ig complete.

“four submizsion is not

considered complets if any

records show a red = ix:;.

Lansing Catholic Central High School

Records updated for this submission cycle:
Records not updated for this submission cycle: ClICk here tO Open the
The following report lists the personnel that your schoolfacility has submit instructions window

School Personnel Report. During each submission cycle of the report. yo
must update each record as well as enter any new personnel employed b

To learn how to update a personnel record, read the instructions.

[ Update Selected Personnel ]

A CEPI - REP Help & Support - Microsoft Inte...[= | 0 [X]

There are two methods for updating staff member's records. The first method
updates ane record at a time. To update a record, click on the PIC number
button under the PIC column to the left of the staff members name. The staff

members complete personnel record will appear. Update any necessary data
for the staff member's record and click on "Submit NFSPR for this Employes’
to submit the record.

Information regarding
verification of a record

The second method updates multiple records. To update multiple records at
one time. click in the checkhox to the left of the staff member's name. After

Click here to
close the
window.

selecting the appropriate records, click the "Update Selected Personnel
button that appears at the top of the employees’ list to submit the records.

Fall 2007

After completing one of these methods. the record will then be updated for the
current collection cycle and the Submission Status column will show a gg
check mark (v} next to each record that has been successfully upd

Click here to close this window

] (] (] (] i (] il (] i
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Personnel Submitted Report/Complete Submission

The Personnel Submitted Report lists all employees reported successfully for your school for each

submission cycle. This report can be found on the Main Menu application.
| F ol ; - - D , . : . iy ; a
X Xl LIS oraucational ECriormance Sclmormation’

Michigan.qgov Home CEP| Home | Nonpublic Home | User's Guide | Teacher Verification | Contact Help De=k | Logout

The total number of
records submitted will

appear at the top of the
Icon Legend Brookview School report.

v Personnel record
updated for the
submizsion cycle.

% Perzonnel record not The following report lists the personnel that your schoolffacility has submitted to the Nonpublic
updated for the School Personnel Report. During each submission cycle of the report, your school/facility
submizsion cycle. must update each record as well as enter any new personnel employed by your school/facility

Mete: When all perzonnel . .
have been submitted for your || To learn how to update a personnel record. read the instructions
=choelifacility and thers iz a

2 1
green check mark (v ) next | Update Selected Personnel | Print Page "

to each personnel record,
your submizsion iz complete.

Sub. Date of

“four zubmission iz not PIC Last Name First Name : Gender

considered complete if any Status Birth R j
records show a red  (X). v [16109] wevne Click here to print a

O X 16111 | wavne JOHN 041151980 " copy of the
Page 1 0 1 Personnel
show| 100 [¥ | records per page Submitted Report.
Nonpublic School Personnel Report Main Menu
Michigan gov Home | CEPI Home | Nonpublic Home | User's Guide | Teacher Verification | Contact Help Desk | Logout
State Web Sites | Accessibility Policy | Privacy Policy | Link Policy | Security Policy
Copyright @ 2006 State of Michigan

Deleting a Record

Records may only be deleted from the Nonpublic School Personnel Report database by CEPI personnel.
Only those records for individuals who have never worked for your school or duplicate records
submitted in error may be deleted from your file. Employees who have retired or terminated
employment with the school will not be deleted.

To request to have a record deleted from your file, you must do the following:

1. Send an e-mail message to CEPI@michigan.gov.

2. Subject line: REMOVE EMPLOYEE.

3 Message: School name and school number followed by the employee’s PIC number and
name. Include a school contact name and phone number.

4. A Help Ticket will be created for you, and the employee(s) will be removed from your
school by CEPI.

5. Note: If you are requesting removal of a duplicate record, the original record
submitted by your school will be retained in your Nonpublic School Personnel
Report file.

Remember, you may only request record deletions for employees listed in your Personnel Report who
have never worked for your school or for duplicate records submitted in error.

If you request to delete a record in error, you will be required
to resubmit that record.
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Reports Available to Schools
In addition to the Personnel Submitted Report, there are two reports available to the schools:

1) Download NPSPR Data File
2) Employee Listing by School.

Reports

lewy @ report or download personnel data’
o Download NPSPRE Data File
o Employves Listing by School/Facility

ct from the following options:

Reports — Click on the
report you wish to access.

A

Employee Listing by School

This report lists employees for whom records were successfully submitted by the school. This list file is
tab-delimited and the format of the report is as follows: Personnel Identification Code (PIC), Last Name,
First Name, Middle Name, Social Security Number (SSN), Date of Birth (DOB), Gender, Racial/Ethnic
Code.

The following information screen will appear when you click on "Employee Listing by School™:

|*: Wit

Michigan.goy Home CEFI Home | Monpublic Home | User's Guide | Teacher Yerification | Contact Help Desk | Logout

Bansrivr :ﬂ.....t.um] EETIOTmancesamormaton

Employee Listing by SchoollFacility

The Employee Listing by School/Facility allows you to download your schoolfacility's
ermployee data in a tab-delimited file.

The file containg the fallowing fields:
& Perzonnel ldentification Code (PIC)
+ Last Name
e First Marne
e Middle Marme

s Social Security Mumber (S350)

+ Date of Birth (DOE)

e Gender

* Race/Ethnicity

Click on the "Download Emplayee Listing” button below to retrieve your Employee Listing by
School/Facility. Upon the completion of the download, you may view the file in your default
application for reading text files (e g, MNotepad) or open the file in a spreadshest application
such as Eucel.

{ Download Employee Listing )

Nonpublic School F’elsonnel Repaort Main Menu

Michiden dov Home | CEPL T T The File Download will appear when
MIMQM aEIE Balml you click on Download Employee
Copyright @ 2006 State of Michigen Listing.
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sdmonm

Michinan qov Home CEPI Home | Monpublic Home: | User's Guide | Teacher Werification | Contact Help Desk | Lagaw

Employee Listing by SchoollFacil

Do pou want to open or zave this file?

Mame: PIClst.bxk
Type: Textk Document, 1,16 KB
From: kds,cepi.state.mi.us hnicity

your schoolfacility's

ecurity Number (S5M)
. Birth (DOB)

[ Open Ji Save ;L Cancel ] e your Employee Listing by
iew the file in your default

dsheet application

harmn your computer, [F pou do not trust the zoun

@ While fles from the Internet can be useful, some
zave thiz file. What's the rigk? Computer.

You may open the file or save it to your

The data file will appear as follows:

File Edit Block Search Paragraph Tools Project Configure View Window Help -8 x
O @2 @ B & |92 ¢ | £ B L A g & @ @6 P ©H © M

New Open Save | Preview Print | Undo Redo Cut Copy Pastz | Find ext Mate Replace Goto | Rec/Stop Flaybac Macros Spell Calendar

This file lists all employees on file with Nonpublic School Personnel in Happy Day School (11111).
NOTE: Each field is separated by a T&B character.

Format is as follows: PIC, Last Name, First Name, Middle Name, 338N, DOB, Gender, Race/Ethnicity
—---Beginning of Results——-—

1610% WAYNE  JCEN 111111111 1/15/1555 M

16111 WAYNE JCEN J 222222222 4/15/15%80 M

——-End of Results——-

The file may be formatted in an Excel spreadsheet for your records.
=l Microsoft Excel - Book1

=] Eile  Edit Wew Insert Format Took  Data Window  Help  adobe POF

Arial =10 ~ B F U EEEE S % , "

DY SRY {BBR-T o-c- @& = -2 3 éhows -3

o . .

A B c 8] E F G H
Social
Last Widdle Secunty
i| PIC Marme | Firgl Mame | Mame MUk e Date of Binh  Gender RaceEthnicity
2 | 8 GLEMM  JOHM KXW HAW AN ANSMSTE M Asian American, YWhite
3| 7 GREEN LALIRA E. KERHERNKE 1141930 F Azian Ametican
4 | 4 JOMES ~ JACK HEHHEHA NN 11131972 i Azian Amercan
5 | 10 SWITHSOTNICHOLAS  J NN B/Z21530 I Whita
[ 9 USERS |TEST HERHHEH AR 1225195 F Malie Hawanan or Other Pacic lslander, Whits
i T WILLIARSNYILLLAR KM RN 5550 F wWihite
5]
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Download Nonpublic School Personnel Report Data File

This selection will provide a downloadable XML file of the data submitted for the current submission
cycle.
Reports

To v ort or download persam
o [Download MPSPRE Data File

¢ Employee Listing by School/Facility

select frorm the following options:

Click here.

CEPI has received requests from schools to provide a method to download the Nonpublic School
Personnel data that your school has successfully submitted to CEPI. As a result of this request, CEPI has
provided an option to download a data file. The downloadable data file will be in XML format (.xml file
extension). XML is a structured computer language that is used to store data in a text-formatted file.

This file may be opened in any text editor program (e.g., Notepad, Microsoft Word) or Web browser (e.g.,
Microsoft Internet Explorer, Netscape). It may also be imported to a Microsoft Access database or
opened in a Microsoft Excel spreadsheet.

The primary purpose of obtaining this file is to allow your school to have a permanent record of the data
that it has successfully submitted to CEPI at any given time. CEPI recommends keeping a record/report
of all data submission.

The XML data file layout

The layout below will be used primarily by developers and IT staff members to gain an understanding of
how the data are stored in the XML file. A brief description of the data contained in each field is given to
the right of the field. The layout is as follows:

<NonpublicData>
<PersonnelRecord>

<PIC>
<DateOfCount /> - Date (mm/dd/yyyy)
<lsd /> - Text (NN)
<School/> - Text (NNNNN)
<LastName /> - Text
<FirstName /> - Text
<MiddleName /> - Text
<SocialSecurityNumber /> - Text (NNNNNNNNN)
<DateOfBirth /> - Date (mm/dd/yyyy)
<GenderCode /> - Text (A)
<RacialEthnic>
<RacialEthnicCodel /> - Boolean (0 or 1)
<RacialEthnicCode2 /> - Boolean (0 or 1)
<RacialEthnicCode3 /> - Boolean (0 or 1)
<RacialEthnicCode4 /> - Boolean (O or 1)
<RacialEthnicCode5 /> - Boolean (O or 1)
<RacialEthnicCode6 /> - Boolean (O or 1)
</RacialEthnic>
<DateOfTermination> - Date (mm/dd/yyyy)

</PersonnelRecord>
<PersonnelRecord>
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Using Microsoft Access to view the XML data file

This XML file may be imported into a Microsoft Access XP database, if desired. Please note that this
will only work with Microsoft Access version XP or higher. These instructions will not work with
Access 2000 or lower. To import your Nonpublic School Personnel Report XML data file to an Access
XP database, simply follow these steps:

1. Start Microsoft Access XP and create a new blank database.

2. Name the database whatever you wish.

3. Under the File menu, select "Get External Data," and then select "Import..."

4. In the Import dialog box that appears, find the drop-down list at the bottom labeled "Files of
type." Scroll down through that list and select the "XML Documents™ option.

5. Locate the saved XML file on your computer, select that file, and click the "Import"” button.

6. The Import XML dialog box will appear.

7. Click "OK".

You should get a message box that says "Finished importing document..." Click "OK" and your Access
XP database will be set up and contain your school’s data.

Information on the table structure: The EmploymentData table contains the bulk of the information on
the employee, such as the name, birthdate, SSN, etc. The RacialEthnic table contains the racial/ethnic
codes and values (refer to the Nonpublic School Personnel Report Data Field Descriptions for an
explanation of the codes). Complete personnel information can be found by using this relationship.

Using Microsoft Excel to view the XML data file

The XML data file may also be opened with Microsoft Excel XP as well. Please note that this will only
work with Microsoft Excel version XP or higher. These instructions will not work with Excel 2000 or
lower. To open your XML data file in Excel XP, simply follow these steps:

1. Start Microsoft Excel XP.

2. Under the File menu, select the "Open..." option.

3. Inthe Open dialog box that appears, find the drop-down list at the bottom labeled "Files of type:".
Scroll down through that list and select the "XML Files" option.

4. Locate the saved XML file on your computer, select that file, and click the "Open™ button.

The format will vary depending on the contents of your XML data file, but the fields will be labeled
appropriately.
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